How To Use Employer Services Online
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EMPLOYER SERVICES ONLINE TUTORIAL

This tutorial provides an introduction to the use of Employer Services Online (ESO). It is for
employers and/or submitters who would like to explore the wage reporting services available via
Employer Services Online.

This tutorial consists of 16 lessons that can be taken individually. The content of this tutorial is
generic in nature and does not provide specific instructions for every possible use of ESO services.

If you would like additional information, please call 1-800-772-6270 or TDD/TTY 1-800-325-
0778 or send an email to employerinfo@ssa.gov.



How To Use Employer Services Online

Lesson 1: Introduction

Employer Services Online offers a variety of wage reporting services via the Internet.
Employer Services Online consists of two parts:

Integrated Registration for Employers and Submitters
(IRES)

Use IRES to register for a personal identification number (PIN) and password;
change your password; update registration information; or deactivate your PIN.

AND

Online Wage Reporting Service (OWRS)

Use OWRS to upload wage data files; use W-2 Online; check status of
submission online; acknowledge resubmission notice online; download wage
statement; submit a question/comment to SSA; or browse ESO handbook.

You can access Employer Services Online by pointing your browser to
WWW.ssa.gov/employer
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Then select Employer Services Online.

Or you can go directly to the Employer Services Online home page by pointing
your browser to www.ssa.gov/employer/esohome.htm

=] Employer Reporting Instructions and Information - IES.01SP1 for S54 Kws
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http://www.ssa.gov/employer
http://www.ssa.gov/employer/esohome.htm

How To Use Employer Services Online

Lesson 2 — What is 128-bit Encryption?

Employer Services Online is secured with a 128-bit version of Secure Sockets Layer
(SSL). This encryption is the level of protection used for most of your Internet
communications, including credit card use and financial transactions.

Your browser must be set to 128-bit encryption in order to use the features of Employer
Services Online. The steps to verify your browser will vary by browser. Below is an

example of verifying Internet Explorer.

1. Click Help on your browser’s menu bar.

3 http://www.msn.com/ - IEB.O15P1 for 554 KWs

J File Edit ‘iew Favoites Tools Help ‘

« > 0O [ w8 G I

Hack Eanward Stop  Refresh  Home Search Favortez  History
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2. Click About I
| Hep

LContentz and Index
Tip of the Day

For Metzcape Users
Tour

Online Suppoart
Send Feedback

About Internet Explorer

3. Verify that the Cipher Strength is 128-bit

/23 About Internet E xplorer

Microsoft®

plorer

Wersion: 5.00,3105,0106C00

Cipher Strength: 128-bit (Update Infarmation )
Product ID:50071-838-73256582-04447

Update Wersions:;5P1;

This is a customized version of Internet Explorer,

Based on NCSA Masaic, NCSA Masaic(TM); was ﬂ
=

developed at the Mational Center For Supercomputing
Applications at the University of Ilinois at Urbana-
Champaign,

ﬁ Copright 19951999 Microsoft Corp.




How To Use Employer Services Online
Lesson 2 — What is 128-bit Encryption?

If your browser does not support 128-bit encryption, refer to the Help information
within your browser for specific instructions on upgrading to 128-bit encryption.
If you require additional assistance, please contact our employer customer support
staff at 1-800-772-6270 or TDD/TTY 1-800-325-0778.



How To Use Employer Services Online

Lesson 3 — IRES: How to register for PIN/Password

(NOTE: If you do not have an Employer Identification Number (EIN), are self-employed,

or have been in business for less than one year, please call 1-800-772-6270 or TDD/TTY 1-800-325-
0778 to register.)

Step 1: Select link to Integrated Registration For Employers and Submitters from the
Employer Services Online (ESO) home page.

. Social Security Opline »

i||||’|‘| , Employer Services Online

Social Security’s Employer Services Online (ESO)

554 Online | Emplover Information | 554 Feedbad

Employer Services Online (ESQ)

is a service of the Social Security Administration. Currently, ESO

consists of a Registration process for Employers and Submitters and -
the Online Wage Reporting Service (OWRS). Cther services will be

added in the future.

Does your browser support 128-bit encryption?
Before you can use any of the Employer Services Onling systems, you must
werify that your browser suppaorts 128-bit encryption.

Click here for more Information an 128-hit Encrgption.

P Integrated Registration for Employers and Submitters
(IRES) =
A

&] Done I_l_lﬂ Internet

Step 2: From the Integrated Registration for Employers and Submitters (IRES) home
page, select the option Register for a PIN & Password.

Soclal Security's Integrated Registration for Employers & Submitters (IRES)

eMews | Employer Information | Publications | Software | Feedback | ES0 Home Page | 554 Home Page

Select an option:

’ Register for a PIN & Password
Feqgister for a Personal Identification Mumber (PIN) & Password
for a” Employer Sel’\fices On”ne (I you are self-employed or do not have an EIN,
please call 1-800-772-6270 or TODAT T 1-800-325-0778)

P Update Information
Update or change wvour registration information -- correct address,
phone number or company phone number

P> Change Password
Your password must be changed at least once a year in order to
keep your PIM active.

P Deactivate PIN
Deactivate your Personal Identification Number (PIR)

s




Step 3: After reading the legal notice, select ‘I Accept’ to indicate your consent.
Step 4: Complete the registration form.

(NOTE: Your Personal Identification Number (PIN) will display. Your password will be
mailed to you within 14 days. You can use your PIN and Employer Identification
Number (EIN) to access the Employer Services Online for 30 days after you requested a
PIN and password. For security purposes, the first time you use your password, the
system will instruct you to change it to a password of your choice.)



How To Use Employer Services Online

Lesson 4 — IRES: How to change Password

Step 1: Select link to Integrated Registration For Employers and Submitters from the
Employer Services Online (ESO) home page.

Socla] Security Online

Hum : Employer Services Online

Soclal Security's Employer Services Online (ESO)

SEA Online | Emplover Information | S5A Feadbadk

Employer Services Online (ESD)

is a service of the Social Security Administration. Currently, ESO
consists of a Registration process for Employers and Submitters and
the Online Wage Reporting Service (OWWRS). Other services will be
added in the future.

Does your browser suppotrt 128-bit encryption?
Eefore wou can use any of the Employer Services Online systems, you must
werify that your browser supports 128-bit encryption.
Cilict_fere for more information on 1 28-bit Encryption.

P Integrated Registration for Employers and Submitters
{IRES)

&] Done l_l_lc Internet

N

Step 2: From the Integrated Registration for Employers and Submitters (IRES) home
page, select the option Change Password.

s Integrated Registration
% for Employers & Submitters

Soclal Security's Integrated Reglstration for Employers & Submitters (IRES)

eMeves | Employer Information | Publizations | Sofhware | Feedbadd | ES0 Home Page | 554 Home Page

Select an option:

’- Register for a PIN & Password
Reqgister for a Personal Identification Mumber {PIN) & FPassword
for all Emp|0'y’er Services ONline oryeu are selif employed or do not hawe an EIN,
pleasze call 1-800-772-6270 or TOOTTY 1-800-325-0778)

P Update Information
Update or change your registration information -- correct address,
phone number of company phone number

P Change Password
Your password must be changed at least once ayear in order to
keep your PIN active.

P Deactivate PIN
Deactivate your Fersonal Identification Number (PIN)




Step 3: Complete the change password form.
(NOTE: Your new password must be 8 characters long and a combination of letters and

numbers.)

Changing Your
Password for Employer Services

You can change your password for Employer Services Online by completing this form. You
may change your password at any time and as often as you want.

Your password must be eight characters long and be a combination of letters and numbers.
That is, there must be at least one letter and at least one number in your password. The other
seven characters may be all letters or all numbers or any combination.

You must change the temporary password you received by mail after you registered for
Employer Online Services on your first visit. You will also be prompted to change your
password once a year.

Enter Personal Identification Murnber (FIM); I—
Enter OLD Passwiord: I—

Enter NEWY Password: I—

Zonfirm MNEWW Password: |7

Subrnit Clear Form | Cancel |




How To Use Employer Services Online
Lesson 5 — IRES: How to update registration information

Step 1: Select link to Integrated Registration For Employers and Submitters from the
Employer Services Online (ESO) home page.

[ |

- -« Social SecurityOnline

Soclal Security's Employer Services Online (ESO)

SEA Online | Emplover Information | S5A Feadbadk

Employer Services Online (ESD)
is a service of the Social Security Administration. Currently, ESO

consists of a Registration process for Employers and Submitters and -

the Online Wage Reporting Service (OWWRS). Other services will be
added in the future.

Does your browser suppotrt 128-bit encryption?
Eefore wou can use any of the Employer Services Online systems, you must
werify that your browser supports 128-bit encryption.
Cilict_fere for more information on 1 28-bit Encryption.

P Integrated Registration for Employers and Submitters
{IRES)

N

&] Done l_l_lc Internet

Step 2: From the Integrated Registration for Employers and Submitters (IRES) home
page, select the option Update Registration Information.

s Integrated Registration
% for Employers & Submitters
Soclal Security's Integrated Reglstration for Employers & Submitters (IRES)
eMeves | Employer Information | Publizations | Sofhware | Feedbadd | ES0 Home Page | 554 Home Page
Select an option:
’- Register for a PIN & Password
Reqgister for a Personal Identification Mumber {PIN) & FPassword
for all Emp|0'y’er Services ONline oryeu are selif employed or do not hawe an EIN,
pleasze call 1-800-772-6270 or TOOTTY 1-800-325-0778)
P Update Information
Update or change your registration information -- correct address,
phone number or company phone number (I
P Change Password
Your password must be changed at least once ayear in order to
keep your PIN active.
P Deactivate PIN
Deactivate your Fersonal Identification Number (PIN) =

Step 3: Enter your Personal Identification Number and Password. Then, select the
‘Submit’ button.




Step 4: Your registration information will be displayed. You can not change your social
security number (SSN) nor Employer Identification Number (EIN). You can
change the following information: Submitters name, address, date of birth,
phone/fax number, E-mail address, company name, and company phone number.



How To Use Employer Services Online

Lesson 6 — IRES: How to deactivate Personal Identification Number

Step 1: Select link to Integrated Registration For Employers and Submitters from the
Employer Services Online (ESO) home page.

- -« Social SecurityOnline

Soclal Security's Employer Services Online (ESO)

SEA Online | Emplover Information | S5A Feadbadk

Employer Services Online (ESD)
is a service of the Social Security Administration. Currently, ESO

consists of a Registration process for Employers and Submitters and -

the Online Wage Reporting Service (OWWRS). Other services will be
added in the future.

Does your browser suppotrt 128-bit encryption?
Eefore wou can use any of the Employer Services Online systems, you must
werify that your browser supports 128-bit encryption.
Cilict_fere for more information on 1 28-bit Encryption.

P Integrated Registration for Employers and Submitters
{IRES)

[ |

N

&] Done l_l_lc Internet

Step 2: From the Integrated Registration for Employers and Submitters (IRES) home
page, select the ‘Deactivate PIN” option.

g

@ for Emmployers & Submiters

Soclal Security's Integrated Registration for Employers & Submitters (IRES)

eMews | Employer Information | Publications | Software | Feedback | ES0 Home Page | 554 Home Page

Select an option:

’ Register for a PIN & Password
Feqgister for a Personal Identification Mumber (PIN) & Password
for a” Employer Sel’\fices On”ne (I you are self-employed or do not have an EIN,
please call 1-800-772-6270 or TODAT T 1-800-325-0778)

P Update Information
Update or change wvour registration information -- correct address,
phone number or company phone number

P> Change Password
Your password must be changed at least once a year in order to
keep your PIM active.

P Deactivate PIN
Deactivate your Personal Identification Number (PIR)

s




Step 3: Enter your Personal Identification Number and Password.
Then, select the reason you are deactivating your Personal Identification Number.

e Integrated Registration -
%, W& b
" for Employers & Submitters
Soclal Security's Integrated Registration for Employers & Submitters (IRES)
Emplover Information | Publications | Software | Feedback | ES0 Home Page | 554 Home Page
To deactivate yvour Personal Identification Number {PIN), enter your PIN and password,
select the reason for requesting deactivation and press the "deactivate” button at the
bottom.
Personal Identification Mumber (PIM): |
Password: |
| want to de-activate this PIN because: -
& [ am no longer authorized to use Employer Services Online.
OR
© This PIMN was compromised (e.g., disclosed to an unauthorized person).

=3 o T i




How To Use Employer Services Online

Lesson 7— OWRS: How to upload a test annual wage data file

You must prepare your data file prior to using this feature of Employer Services Online.
Please refer to the ESO Handbook for Tax Year 2001 for additional information on

preparing the Magnetic Media and Electronic Filing (MMREF) formatted data files.

Step 1: Select link to Online Wage Reporting Service (OWRS) from the
Employer Services Online (ESO) home page.

. . =

b- Integrated Reqistration for Employers and Submitters

{IRES)

Register for a personal identification number (FIN) and

password, Update registration information, change passwiord,

or Deactivate PIM.
P> Online Wage Reporting Service (OWRS)

Login as a registered customer to upload wage reports, rew

access W-2 Onling, check status of wage submissions, or sew

reguest Online Resubmission Matice Confirmation.
For ESO and IRES: Have a question?
Call 1-800-772-6270 Monday through Friday, 7:00 a.m. to 7:00 p.m. Eastern Time
to speak with Employer Customer Service personnel,
For OWRS: Have a question? =
Call 1-888-772-2970 Monday through Friday, 5:30 a.m. to 4:00 p.m. Eastern Time
to speak with Employer Customer Service personnel.
Have an IRS question? cu e 1o g0 75 Forms Foge =

R

& ’_ ’_ | Intemet

Step 2: Type your Personal Identification Number (PIN) and Password.

(NOTE: Within 30 days from the date you requested your PIN, you can enter your PIN and
Employer Identification Number (EIN) until you receive your Password.)

Social Security Orline B

s Integrated Registration
% i - fOI' Ernployers & SL]bIT]IﬂEIS

Soclal Security's Integrated Registration for Employers & Submitters (IRES)

Employer Information | Publications | Sothuare | Feedback | ES0 Home Page | 554 Home Page

Online Wage Reporting System (OWRS) Login

Type your registration PIN and password, then click submit. If you have not yet
received your password in the mail, type yvour PIN and Employer Identification
Number (EIN). |

Personal Identification Mumber (FIN):; |

Password: |

OR

Employer dentification Mumber (EINY: of ne password | |;|
| | ®



(NOTE: When using Online Wage Reporting Services, do not use your browser’s Back
and Forward buttons. )

Step 3: From the Online Wage Reporting Service page, select the ‘Submit Files’ option.

s Social Security Oniine _ _
-1 - Online Wage Reporting Service

Social Security's Online Wage Reporting Service (OWRS)

CWyRS Home | Submit Files | v4-2 Online | Submission Stetus | Acknowledie Resubmission Motice | ESO Handbook | Contact S54 |
Logout

Welcome to the Online Wage Reporting Service (OWRS).

The OWRS lets employers or their authorized representatives submit annual wage information
to the Social Security Administration and use related features.

P Submit Files

Submit an annual wage report file to the Social Security Administration.

P Use W-2 Online

fanually enter and submit Forms WW-2 for a company with no more than ten employees. Additional
restrictions apply.

Freguently Asked Questions About W-2 Online.

Kl

Step 4: Select ‘Test’ from the File Type drop down list.
You do not need to fill in the TLCN and Receipt Year fields.

Submit Files a1z
File Type and properties

Flease select the type of file you wish to submit.
File Type:
[Resubmi=ssions Dnly]TLCN: I

[Resubmi=ssions Dnly]Receipt Year: I

File Type Instructions:

Choose New Submission to submit a new wage report. Mew submissions are being accepted for Tax Year
2000 and prior tax years only.

Choose Resubmission if you received a resubmission letter from SSA and wish to resubmit your file now.
Refer to the letter for the Tape Library Contral Mumber (TLCM) and receipt year. The receipt year is the
calendar year in which S5A processing of the wage report began. For Online Wage Reporting Service
submissions, this is always the year that you uploaded the file. For other electronic and magnetic media, it

Step 5: Select the ‘Continue’ button.




could be either the year you submitted the file or the following year. (NOTE: Resubrissions letters mailed for =]
tax years prior to 1999 do not show the receipt year. Please consult your records for this information.)

Choose Test to verify your transmission capability by uploading a small test file. Any file can be used as a
test file, as long as it is not an executable (exe) file. Test files are deleted upon receipt. Note: Test uploads
are for transmission testing only, not for verifying your file format. To obtain software for verifying your file
format, log out and select Software (if you have dialed in to SSA directly) or point your browser to
http:ffeenew. ssa. goviemployer (if you are connected via the Internet). AccuMyage and AccuWv2C are for use with
MMREF-formatted files only.

Is this a reconciliation file? © Yes & No
Choose Yes only if you have been notified of a discrepancy between [RS and 554 earmings information and
you are submitting this file to reconcile the difference.

Have a question? Call 1800-772.6270 to speak with Employer Customer Service personnel

CWYWRS Hotme | Submit Files | V-2 Online | Submission Status | Acknowwledoe Resubmizsion Motice | ESO Handbook | Contact 554 |
Logout

=
« | o[

Step 6: Select the ‘Browse’ button to identify the file you wish to submit. Then, select
the ‘Submit File Now’ button.

(Note: You can submit any text file. The file will be deleted upon receipt. )
Submit Files agez02 [ |

IMPORTANT: To reduce transmission time, we recommend that you comprass your file using
FEZip or WiNZip. Do not compress multiple files together.

Use the "‘Browse’ button to select the file you wish to submit, then click on the Submit File Now® button to
transmit the file.

File to Submit: | Browse.._|

Subrmit File Now |

Submit Time:l

Have a guestion? Call 18007726270 to speak with Employer Customer Service personnel

CAARS Home | Submit Files | Wi-2 Onling | Submission Status | Acknowledge Resubmission Motice | ESC Handbook | Cortact S54 | —

Logout -
Kl | ;IJ

— =

Submit Time is a counter that displays the upload processing time. To reduce the time to
upload a file, you can compress the file using WinZip or any other compression software.




How To Use Employer Services Online

Lesson 8 - OWRS: How to upload annual wage data files

You must prepare your data file prior to using this feature of Employer Services Online.
Please refer to the ESO Handbook for Tax Year 2001 for additional information on

preparing the Magnetic Media and Electronic Filing (MMREF) formatted data files.

Step 1: Select link to Online Wage Reporting Service (OWRS) from the
Employer Services Online (ESO) home page.

L . =]
P> Integrated Registration for Employers and Submitters
{IRES}
Reqgister for a personal identification number (PIN) and
password, Update registration information, change passwiord,
or Deactivate PIN.
b- Online Wage Reporting Service {(OWRS)
Login as a registered customer to upload wage repors, rew
access W-2 Onling, check status of wage sUbmMIiSsions, OF rew
request Online Resubmission Motice Confirmation.
For ESO and IRES: Have a question?
Call 1-800-772-6270 Monday through Friday, 7:00 a.m. to 7:00 p.m. Eastern Time
to speak with Employer Customer Service personnel.
For OWRS: Have a question? b
Call 1-8558-772-2970 Monday through Friday, 5:30 a.m. to 4:00 p.m. Eastern Time
to speak with Employer Customer Service personnel.
Have an IRS question? cuic iee w go 10 IRS Forms Frge. |
& |_|_|Q Intermet ]

Step 2: Type your Personal Identification Number (PIN) and Password. (NOTE Within
30 days from the date you requested your PIN, you can enter your PIN and Employer
Identification Number (EIN) until you receive your Password.)

Social Security Online B

e ]n];QgIa];edRengIIathH g
L fop E‘n-]ployers & Submitters

Soclal Security's Integrated Registration for Employers & Submitters (IRES)

Employer Information | Publications | Sofbware | Feedback | ES0 Home Page | S5A Home Page

Online Wage Reporting System (OWRS) Login

Type your registration PIN and password, then click submit. If you have not yet
received your password in the mail, type your PIN and Employer Identification
Number (EIN). |

Fersonal Identification Mumber (PIM); |

Pasgsword: |

OR

Employer Identification Mumber (EINY: g4 no passward) | |L|
I &

<



(NOTE: When using Online Wage Reporting Services, do not use your browser’s Back
and Forward buttons.)

Step 3: From the Online Wage Reporting Service page, select the ‘Submit Files’ option.

2=, Social Secutity Online

7 Online Wage Reporting Service

Social Security's Online Wage Reporting Service (OWRS)

CWyRS Home | Submit Files | v4-2 Online | Submission Stetus | Acknowledie Resubmission Motice | ESO Handbook | Contact S54 |
Logout

Welcome to the Online Wage Reporting Service (OWRS).
The OWRS lets employers or their authorized representatives submit annual wage information
to the Social Security Administration and use related features.

P Submit Files

Submit an annual wage report file to the Social Security Administration.

P Use W-2 Online

fanually enter and submit Forms WW-2 for a company with no more than ten employees. Additional
restrictions apply.
Freguently Asked Questions About W-2 Online.

Kl | _PI;I

Step 4: Select ‘New Submission’ from the File Type drop down list.
You do not need to fill in the TLCN and Receipt Year fields.

e [
Submit Files e 102
File Type and properties
Flease select the type of file you wish to submit.
File Type: INEW Submission 'I
[Resubmissions Dnly]TLCN:
[Resubmissions Dnly]Receipt Year: Test
File Type Instructions: =
Choose New Submission to submit a new wage report. Mew submissions are being accepted for Tax Year
2000 and prior tax years only.
Choose Resubmission if you received a resubmission letter from SSA and wish to resubmit your file now.
Refer to the letter for the Tape Library Contral Mumber (TLCHM) and receipt year. The receipt year is the
calendar year in which S3A processing of the wage report began. For Online YWage Reporting Service
submissions, this is always the year that you uploaded the file. For other electronic and magnetic media, it
could be either the year you submitted the file or the following year. (NOTE: Resubmissions letters mailed for
| tax years prior to 1999 do not show the receipt vear. Please consult your records for this information.) ILI
] »

Step 5: Select the ‘Continue’ button.




could be either the year you submitted the file or the following year. (NOTE: Resubrissions letters mailed for =]
tax years prior to 1999 do not show the receipt year. Please consult your records for this information.)

Choose Test to verify your transmission capability by uploading a small test file. Any file can be used as a
test file, as long as it is not an executable (exe) file. Test files are deleted upon receipt. Note: Test uploads
are for transmission testing only, not for verifying your file format. To obtain software for verifying your file
format, log out and select Software (if you have dialed in to SSA directly) or point your browser to
http:ffeenew. ssa. goviemployer (if you are connected via the Internet). AccuMyage and AccuWv2C are for use with
MMREF-formatted files only.

Is this a reconciliation file? © Yes & No
Choose Yes only if you have been notified of a discrepancy between [RS and 554 earmings information and
you are submitting this file to reconcile the difference.

Have a question? Call 1800-772.6270 to speak with Employer Customer Service personnel

CWYWRS Hotme | Submit Files | V-2 Online | Submission Status | Acknowwledoe Resubmizsion Motice | ESO Handbook | Contact 554 |
Logout

=
« | o[

Step 6: Select the ‘Browse’ button to identify the file you wish to submit. Then, select
the ‘Submit File Now’ button.

Submit Files egezo2 -l

IMPORTANT: To reduce transmission time, we recommend that you comprass your file using
FEZip or WiNZip. Do not compress multiple files together.

Use the "‘Browse’ button to select the file you wish to submit, then click on the Submit File Now® button to
transmit the file.

File to Submit: | Browse.._|

Subrmit File Now |

Submit Time:l

Have a guestion? Call 18007726270 to speak with Employer Customer Service personnel

CAARS Home | Submit Files | Wi-2 Onling | Submission Status | Acknowledge Resubmission Motice | ESC Handbook | Cortact S54 | —

Logout -
Kl | ;IJ

Submit Time is a counter that displays the upload processing time. To reduce the time to
upload a file, you can compress the file using WinZip or any other software that creates a
ZIP file.
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Lesson 9 — OWRS: How to submit a Resubmission data file

You must prepare your data file prior to using this feature of Employer Services Online.
Please refer to the ESO Handbook for Tax Year 2001 for additional information on

preparing the Magnetic Media and Electronic Filing (MMREF) formatted data files.

Step 1: Select link to Online Wage Reporting Service (OWRS) from the
Employer Services Online (ESO) home page.

L . =]

P> Integrated Registration for Employers and Submitters

{IRES}

Reqgister for a personal identification number (PIN) and

password, Update registration information, change passwiord,

or Deactivate PIN.
b- Online Wage Reporting Service {(OWRS)

Login as a registered customer to upload wage repors, rew

access W-2 Onling, check status of wage sUbmMIiSsions, OF rew

request Online Resubmission Motice Confirmation.
For ESO and IRES: Have a question?
Call 1-800-772-6270 Monday through Friday, 7:00 a.m. to 7:00 p.m. Eastern Time
to speak with Employer Customer Service personnel.
For OWRS: Have a question? b
Call 1-8558-772-2970 Monday through Friday, 5:30 a.m. to 4:00 p.m. Eastern Time
to speak with Employer Customer Service personnel.
Have an IRS question? cuic iee w go 10 IRS Forms Frge. |

|&] l_ l_ |4 Intemet

R

Step 2: Type your Personal Identification Number (PIN) and Password.
(NOTE: Within 30 days from the date you requested your PIN, you can enter your PIN and
Employer Identification Number (EIN) until you receive your Password.)



Soclal Security's Integrated Reglstration for Employers & Submitters (IRES)

Employer Information | Publications | Sofhware | Feedbadk | ESO Home Page | 554 Home Page

Online Wage Reporting System (OWRS) Login

Personal Identification Mumber (PTN): I
Password: I

OR
Employer Identification MNumber (ETI Y (Ene pasemord) I

Subrnit | Cancel |

Type your registration PIN and password, then click submit. If you have not yet received
your password in the mail, type your PIN and Employer Identification Number {EIN).

s

Step 3: From the Online Wage Reporting Service page, select ‘Submit Files’.

NOTE: When using Online Wage Reportin Ser ViCCS, do not use your browser’s Back
and Forward buttons.)

Social Security Online

Online Wage Reporting Service

ﬁ&%

Social Security's Online Wage Reporting Service (OWRS)

RS Home | Submit Files | V-2 Online | Submission Stetus | Acknowledie Resubmission Motice | ES0 Handbook | Contact S54, |
Logout

Welcome to the Online Wage Reporting Service (OWRS).
The OWRS lets employers or their authorized representatives submit annual wage information
to the Social Security Administration and use related features.

P Submit Files

Submit an annual wage report file to the Social Security Administration,

P Use W-2 Online

Manually enter and submit Forms W2 for a company with no maore than ten employees. Additional
restrictions apply.
Frequently Asked Questions About W-2 Online.




Step 4: Select ‘Resubmission’ from the File Type drop down list.
You will need to fill in the TLCN and Receipt Year fields.

Kl

Submit Files pae1o2
File Type and properties

Fleass select the type of file you wish to submit.

File Type: |{sEElukl0

[Resubmissions Clnly]TLCN 3 I

[Resubmissions Dnly]Receipt Year: I

File Type Instructions:

Choose New Submission to submit a new wage report. Mew submissions are being accepted for Tax Year
2000 and prior tax years anly.

Choose Resubmission if you received a resubmission letter from SSA and wish to resubmit your file now.
Refer to the letter for the Tape Library Control Mumber (TLCN) and receipt year. The receipt year is the
calendar year in which S54 processing of the wage report began. For Online Wage Reparting Service
submissions, this is always the year that you uploaded the file. For other electronic and magnetic media, it

Step 5: Select the ‘Continue’ button.

al

could be either the year you submitted the file or the following year. (NOTE: Resubrissions letters mailed for
tax years prior to 1999 do not show the receipt year. Please consult your records for this information.)

Choose Test to verify your transmission capability by uploading a small test file. Any file can be used as a
test file, as long as it is not an executable (exe) file. Test files are deleted upon receipt. Note; Test uploads
are for transmission testing only, not for verifying your file format. To obtain software for verifying your file
format, log out and select Software (if you have dialed in to SSA directly) or point your browser to
http:feenew. ssa. goviermployer (if you are connected via the Internet). AccuvVage and Accuv2C are for use with
MMREF-formatted files only.

Is this a reconciliation file? © Yes @ No

Choose Yes only if you have been notified of a discrepancy between [RS and S5A earnings information and
you are submitting this file to reconcile the difference.

Have a question? Call 18007726270 to speak with Employer Customer Service personnel

YRS Home | Submit Files | W-2 Cnline | Submission Status | Acknowledge Resubmission Motice | ESO Handbook | Cortact S54 |
Locgont

W



Step 6: Select the ‘Browse’ button to identify the file you wish to submit. Then, select
the ‘Submit File Now’ button.

Submit Files egezo2 -l

IMPORTANT: To reduce transmission time, we recommend that you comprass your file using
FEZip or WiNZip. Do not compress multiple files together.

Use the "‘Browse’ button to select the file you wish to submit, then click on the Submit File Now® button to
transmit the file.

File to Submit: | Browse.._|

Subrmit File Now |

Submit Time:l

Have a guestion? Call 18007726270 to speak with Employer Customer Service personnel

CAARS Home | Submit Files | Wi-2 Onling | Submission Status | Acknowledge Resubmission Motice | ESC Handbook | Cortact S54 | —

Logout -
Kl | ;IJ

Submit Time is a counter that displays the upload processing time. To reduce the time to
upload a file, you can compress the file using WinZip or software that creates a ZIP file.




How To Use Employer Services Online

Lesson 10 — OWRS: How to submit a Reconciliation file

You must prepare your data file prior to using this feature of Employer Services Online.

Please refer to the ESO Handbook for Tax Year 2001 for additional information on
preparing the Magnetic Media and Electronic Filing (MMREF) formatted data files.

Step 1: Select link to Online Wage Reporting Service (OWRS) from the
Employer Services Online (ESO) home page.

P> Integrated Registration for Employers and Submitters
{IRES)
Reqgister for a personal identification number (PIN) and
password, Update registration information, change passwiord,
or Deactivate PIN.

b- Online Wage Reporting Service {(OWRS)
Login as a registered customer to upload wage repors, rew
access W-2 Onling, check status of wage sUbmMIiSsions, OF rew
request Online Resubmission Motice Confirmation.

For ESO and IRES: Have a question?
Call 1-800-772-6270 Monday through Friday, 7:00 a.m. to 7:00 p.m. Eastern Time
to speak with Employer Customer Service personnel.

For OWRS: Have a question?
Call 1-8558-772-2970 Monday through Friday, 5:30 a.m. to 4:00 p.m. Eastern Time
to speak with Employer Customer Service personnel.

Have an IRS question? cus e 1o g 10 175 Forms Frge

|&] l_ l_ |4 Intemet
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Step 2: Type your Personal Identification Number (PIN) and Password.
(NOTE: Within 30 days from the date you requested your PIN, you can enter your PIN and
Employer Identification Number (EIN) until you receive your Password.)

TR h]tegratedReglsnallon .
LR Employers & Submitters

Soclal Security's Integrated Reglstration for Employers & Submitters (IRES)

Employer Information | Publications | Sofhware | Feedbadk | ESO Home Page | 554 Home Page

Online Wage Reporting System (OWRS) Login
Type your registration PIN and password, then click submit. If you have not yet received
your password in the mail, type your PIN and Employer Identification Number {EIN).

Personal Identification Mumber (PTN): I
Password: I

OR
Employer Identification MNumber (ETI Y (Ene pasemord) I

Subrnit | Cancel |

s

s =



Step 3: From the Online Wage Reporting Service page, select ‘Submit Files’.

(NOTE: When using Online Wage Reporting Services, do not use your browser’s Back
and Forward buttons.)

4]

.. Social Security Online

“&" Online Wage Reporting Service #

Social Security's Online Wage Reporting Service (OWRS)

RS Home | Submit Files | V-2 Online | Submission Stetus | Acknowledie Resubmission Motice | ES0 Handbook | Contact S54, |
Logout

Welcome to the Online Wage Reporting Service (OWRS).
The OWRS lets employers or their authorized representatives submit annual wage information
to the Social Security Administration and use related features.

P Submit Files

Submit an annual wage report file to the Social Security Administration,

P Use W-2 Online

Manually enter and submit Forms W2 for a company with no maore than ten employees. Additional
restrictions apply.
Frequently Asked Questions About W-2 Online.

(NOTE: When using Online Wage Reporting Services, do not use your browser’s Back
and Forward buttons.)

Step 4: Select ‘New Submission’ from the File Type drop down list.
You do not need to fill in the TLCN and Receipt Year fields.

«

Submit Files rage 102
File Type and properties

Flease select the type of file you wish to submit.
File Type: issi

[Resubmissions Dnly]TLCN:
[Resubmissions Dnly]Receipt Year: Test

File Type Instructions:

Choose New Submission to submit a new wage report. Mew submissions are being accepted for Tax Year
2000 and prior tax years only.

Choose Resubmission if you received a resubmission letter from SSA and wish to resubmit your file now.
Refer to the letter for the Tape Library Contral Mumber (TLCHM) and receipt year. The receipt year is the
calendar year in which S5A processing of the wage report began. For Online Wage Reporting Service
submissions, this is always the year that you uploaded the file. For other electronic and magnetic media, it
could be either the year you submitted the file or the following year. (NOTE: Resubmissions letters mailed for
tax years prior to 1999 do not show the receipt vear. Please consult your records for this information.)




Step S: Select “Yes’ to indicate a reconciliation file. Then, select the ‘Continue’ button.

[
Choose Test to verify your transmission capability by uploading a small test file. Any file can be used as a

test file, as long as it is not an executable (exe) file. Test files are deleted upon receipt. Note: Test uploads

are for transmission testing only, not for verifying your file format. To obtain software for verifying your file

format, log out and select Software (if you have dialed in to SSA directly) or point your browser to

http: fwewnee. ssa. goviemployer (if you are connected via the Internet). Accuvage and AccuWv2C are for use with
MMREF-formatted files only.

Is this a reconciliation file? & Yes © Mo
Choose Yes only if you have been notified of a discrepancy between [RS and S5A earnings inforrmation and
you are submitting this file to reconcile the difference.

Have a question? Call 18007726270 to speak with Employer Custormer Service personnel

CiWRS Home | Submit Files |'W-2 Cnline | Submission Status | Acknowledge Resubmission Motice | ESC Handbook | Contact SS4 |
Logout =

B

4l

Step 6: Select the ‘Browse’ button to identify the file you wish to submit. Then, select

the ‘Submit File Now’ button.

Submit Files egezo2 -l

IMPORTANT: To reduce transmission time, we recommend that you comprass your file using
FEZip or WiNZip. Do not compress multiple files together.

Use the "‘Browse’ button to select the file you wish to submit, then click on the Submit File Now® button to
transmit the file.

File to Submit: | Browse.._|

Subrmit File Now |

Submit Time:l

Have a guestion? Call 18007726270 to speak with Employer Customer Service personnel

CAARS Home | Submit Files | Wi-2 Onling | Submission Status | Acknowledge Resubmission Motice | ESC Handbook | Cortact S54 | —

Logout -
Kl | ;IJ

Submit Time is a counter that displays the upload processing time. To reduce the time to
upload a file, you can compress the file using WinZip or any software that creates a ZIP

file.




How To Use Employer Services Online

Lesson 11 — OWRS: How to use W-2 Online

Step 1: Select link to Online Wage Reporting Service (OWRS) from the
Employer Services Online (ESO) home page.

b- Integrated Reqistration for Employers and Submitters
{(IRES)
Register for a personal identification number (FIN) and
password, Update registration information, change passwiord,
or Deactivate PIN.

P> Online Wage Reporting Service (OWRS)
Login as a registered customer to upload wage reports, rew
access W-2 Onling, check status of wage submissions, or sew
reguest Online Resubmission Matice Confirmation.

For ESO and IRES: Have a question?
Call 1-800-772-6270 Monday through Friday, 7:00 a.m. to 7:00 p.m. Eastern Time
to speak with Employer Customer Service personnel,

For OWRS: Have a question?
Call 1-888-772-2970 Monday through Friday, 5:30 a.m. to 4:00 p.m. Eastern Time
to speak with Employer Customer Service personnel.

Have an IRS question? curisre o g 10 IRS Fovms Frge

& ’_ ’_ | Intemet
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Step 2: Type your Personal Identification Number (PIN) and Password.
(NOTE: Within 30 days from the date you requested your PIN, you can enter your PIN and
Employer Identification Number (EIN) until you receive your Password.)

TR h]tegratedReglsnallon .
LR Employers & Submitters

Soclal Security's Integrated Reglstration for Employers & Submitters (IRES)

Employer Information | Publications | Sofhware | Feedbadk | ESO Home Page | 554 Home Page

Online Wage Reporting System (OWRS) Login
Type your registration PIN and password, then click submit. If you have not yet received
your password in the mail, type your PIN and Employer Identification Number {EIN).

Personal Identification Mumber (PTN): I

Password: I

OR
Employer Identification MNumber (ETI Y (Ene pasemord) I

Subrnit | Cancel |

s

s =



Step 3: From the Online Wage Reporting Service page, select ‘Use W-2 Online’.

(NOTE: When using Online Wage Reporting Services, do not use your browser’s Back
and Forward buttons.)

Soclal Security Online

* Online Wage Reporting Service »

. IIIIII|I

Social Security's Online Wage Reporting Service (OWRS)

CYWRS Hotme | Submit Files | vy-2 Online | Submission Status | Acknowledde Resubmission Notice | ESO Handbook | Contact 5548 |
Logout

Welcome to the Online Wage Reporting Service (ODWRS).
The OWRS lets employers or their authorized representatives submit annual wage information
to the Social Security Administration and use related features.

P Submit Files

Subrnit an annual wage report file to the Social Security Adrministration.

P Use W-2 Online

Manually enter and submit Forms W2 for a company with no more than ten employees. Additional
restrictions apply.
Frequently Asked Questions About ¥W-2 Online.

Step 4: The W-2 Online Information page will display. If you would like to
download Adobe Acrobat Reader 4.0, select the ‘Click here’ link. If you
do not need to download Adobe Acrobat Reader, continue to Step 5.

W-2 Online Information

I

Wi-2 Online lets you manually enter and submit up to ten Forms Wi-2 to the Sacial Security Administration.
When you have finished, you will be ahle ta print Farm ¥4-2 staterments suitable for distribution to employees.
(Note: For Tax Year 2009, Forma W-2 must be distributed to emplovees ho iater than Januans 31, 2002)
Certain restrictions apply (see below).

“ou will need Adobe Acrobat Reader 4.0 or 3 higher wersion of this software to print your Form W-3 and
Farms -2, Click here to go to Adohe's free download page. o=

BEFORE CONTINUING, YOU MUST:

» Fead all restrictions carefully,
= Yearify your registration informatian.
= Specifywhetheryau are filing far yourself or anather company.

When you have finished, click the Contineee hutton at the hottorn of this page.
RESTRICTIONS
DO MOT use W-2 Online if you are:

= Filing mare than one Farm YW-3 per company.

= Filing mare than ten Forms Wi-2 per company.
a Cilivnm Coaveen s W D0

4] | o[
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Step 5: Review the Registration Information.

Filing Forms W-2C. 2]
Filing for a tax year other than 2001.

Filing Forms W-2 that include mare than four Box 12 codes.

Filing for wages earned in a country other than the United States.

Filing forwages earned in American Samoa, Guam, Puero Rico, the Naorthern Mariana Islands, orthe

Yirgin lslands.

e Filing far United States military wages or using a military Employer Identification Mumber (EIN

Mote: Using this service does not relieve employers of the ohligation to provide annualwage statements to
employees and state and local jurisdictions.

REGISTRATION INFORMATION

You provided the following contact information when you registered to use Emplayer Senices, This
information will be saved with your annual wage report so thatwe can contact vou if guestions arise. Please
checkto be sure thiz information is correct.
Your Campany's Mame: COMPANY NUMBER 3
Your Company's EIN: 01-0125841
Your Mame: HERBERT W MILLAY

fourAddress: 9TH STREET
JRD DESK OH THE LEFT
GRIMES, KY 87545

Your Phone: 4107877417 _lﬂ
4 | »

& e

Step 6: Answer the question ‘For whom are you filing?’ by selecting the appropriate
response. After reading the Privacy Act and Paperwork Reduction Act notice,
select ‘Continue’ to proceed to the next screen. If you wish to end this session,
select ‘Cancel’.

JRD DESK OF THECEFT
= GRIMES, KY 87545

I

a Your Phone: 4107877417
Your Extension: <Not Specified>
Your Fax: <Not Specified>
Your E-Mail: <Not Specified=

If the ahove registration infarmation is ho longer accurate, please click hete to log out and update it
FORWHOM ARE YOU FILING?

Please choose one ofthe fallowing options:
| amfiling Farms W-2 for my company's employees.
| amfiling Farms W-2 for anather company's employees.

Options
Continue | Cantinue with W2-online. Read Privacy Act and Papenvok Reduction Act Hotice.
Cancel | Abandon your changes and return to the OWRS home page.
Privacy Act and Paperwork Reduction Act Notice. -
e o e bhr Grdeerm oo s Eoeerr WD 2 d M e nmem nock She Lnbeer 2l Danr e L od b Lleibod Sbados Mide roeed 3 da
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Step 7: Enter your employer information.
(NOTE: Al fields marked with an asterisk must be completed.)



Select ‘Continue’ to proceed to the next screen. Select ‘Cancel’ to end your session.

W-2 Online Employer Data =l

Please fill in your information below:

Fields maked with an asteris( * JMUST be completed.

Employer's Information

Employer Identification Mumber (EIM) * |01 _|012584l

Employer's Name *: | |

Employer's Address

Suiteratin.: |

StreetiP.0.Box |

|
Please enter a U.S. Domestic Address OR a Foreign Address

Country *: |United States j

State Abbreviation fer v 5.3/ Province * I

Step 8: Enter your W-2 data following the guidelines for completing paper Forms W-2.
| W-=2 Data =

Fields marked with an asterisk ( * 3 MUST be completed.

a Control Mumber

For Official Use Only
| OMB Mo. 1545-0008

b Employer identification number

01 - 0125841

1 fages, tips, other compensation

b

2 Federal Income Taxwithheld

§

c Employers name, address, and ZIF code

V-2 ONLINE DEMONSTRATION
11 HERE ROAD
BALTIMORE, MD 21207

3 Social security wages

b3

d Social security tax withheld
b

&8 hMedicare wages and tips

b3

6 Medicare tax withheld
b

T Social security tips

b

2 Allocated tips
b3

. 5 *
d Employes's social security number

9 Advance EIC payment
b3

10 Dependant care benefits

Ernploves's Narme Infarrmation 11 Nonqualified plans: 123
e Employee's first name, middle initial, last name and suffix Section 457 distributions or contributions code:
first: ¥ I :I'
middle} I Mot Section 457 distributions or contributions $I I
last: " I ¥ LI
FEa = & e

Step 9: Select ‘New W2’ to keep this W-2 information and create another W-2. Select
‘Done’ to keep this W-2 information and proceed to the W-2 review screen.



Select ‘Cancel’ to delete this W-2 information.

Options

New W2 | Keep thisW-2 and create another -2,
Done | keep this Y-2 and review a list of W-25 you have entered.
Cancel | Abandon thisW-2 and review a list of W25 vou have entered.

4 | »

Step 10: After you select ‘New W2’ or ‘Done’, you may receive an Alert. If so, you will
need to review your data and make any corrections or select an override
response for each Alert. Then select ‘Done’ or ‘New W2’ to continue.

W-2 Data

A review of this W-2 has generated the following alerts.

Flease review the data assaciated with the alerts and make any corrections necessany.

Name and SSN Mismatch Alert :

The Mame and S5MN you provided does not match our records. Please verify that the narme and SSMN exactly match the
nare and SSMN on the employee's Social Security card. If you are sure the SSN and Mame are correct, check the box
below then select a button at the bottor of this page to continue processing this YW-2.

[T Check this box if the SSM and Employee name data provided is correct according to the Employee's Social
Security Card and your payroll records.

Social Security Tax Rate Alert:

The Social Security tax rate for 2001 is B.2%. The Social Security tax withheld (Box 4) on §80,300.00 (Box 3 + Box 7)
should be § 4 978.60. If you are sure the Social Security wages (Box 3, tips (Box 7) and tax withheld (Box 4) amounts
are correct, check the box below then select a button at the bottom of this page to continue processing this W-2.

[T Check this box if the Social Security wages, tips, and tax withheld data provided is carrect.

Medicare Tax Rate Alert: Ll
4] | o

Step 11: You can view or edit your data by selecting ‘View/Edit” under Options. If
you want to delete the W-2 data, select ‘Delete’ under Options.

|+

- Online Wage Reporting Service #»

Sodial Security's Online Wage Reporting Service (OWRS)

& W-2 Online - Help |

W-2 Data Review

This wage report is being prepared for:

EIN: 01-0000000

SYSTEM TEST
2 HERE STREET
BALTIMORE, MD 21207

L | ssn | Name | Options
‘ 1. | 123-58-4885 ‘ VERY MICE EMFLOYEE ‘ View ! Edit #1 Delete #1

-




Step 12: You can select one of the following options: create another Form W-2, edit your
employer information, submit your wage report, save your information without
submitting for 30 days, or delete your employer and wage information.

Options
New V-2 | | create anatherw-2.
Edit Employer Info. | Change the employer infarmation you entered.
Wi yaur Farm WW-3 totals. From here you can submit yvour wage repart or return to
Complete
£ | the W-2 Data Review page.
ExitW-2 Online without finalizing your annual wage report. Your employer
Save & Quit | infarmation and Forms W-2 will be saved until 11/29/2001,
Note: This is not an extension of vour filing deadine.
- . Exit W-2 Online without finalizing your annual wage report. Your employer
uit without Savin,
& 2 | information and Forms W-2 will HOT he saved!

Step 13: After selecting ‘Complete’ to submit your wage data, your Form W-3 will
display for your review.

W-3

a Control Humber

For Official Use Only
OMB Ho, 1545-0002

b Kind of payer

1 Wages, tips, other compensation 2 Federal Income Tax Withheld

4]

$80,300.00 $1,652.00
941 - Regular
3 social security wages 4 social sacurity tax withheld
$80,300.00 $2,500.00
C Total number of Forms W2 f Establishment number 9 Medicara wages and tips 6 Medicare taxwithheld
1 $80,300.00 $1,650.00
B Employer identification number T Social e curity tips 8 rllocated tips
010000000 $0.00 $0.00
Employers name. address, and ZIP code 9 advance EIC pavment 10 [Dependant care benefits
$0.00 $0.00
SYSTEM TEST
8 HERE STREET 1 Monqualified plans 12 peferred Compenzation
BALTIMORE, MD 21207 $0.00 $0.00

13 Farthirdnarhe sick nawe nza anlbe

you need to edit your data, select ‘Review Wage Report’.

| o]

Ad]

Step 14: If you want to submit your wage information, select ‘Submit Wage Report’. If

‘ Ciptions

Under penalties of perjury, | declare that | have examined this return and accompanying documents and,
to the best of my knowledge and belief, they are true, correct, and complete. By Pressing the "Submit
Wage Repont™ button below | affirm that the above statement is true and wish to submit my annual wage
report to Social Security Administration now.

Submit this wage report to the Social Security Administration.

our Farm YW-3 must reconcile with the Forms 941, 943, ar Schedule H thatyou filed

Submit Wage Report with the Internal Revenue Service.
Mote: Vou will be given an opportunily o download a data file needed to print your
Form W83 and Forms WE2,

Review YWage Report Return to the data review page to review and/or edit your wage report.




Step 15: You will be prompted to print a copy of your Receipt Acknowledgement.
Select ‘Ok’ to print. The Acknowledgement contains your Tape Library

Control Number (TLCN). You will need this number to refer to your wage
data.

I

Social Security Online

22 Online Wage Reporting Service

Social Security's Online Wage Reporting Service (OWRS)

& W-2 Online - Help |

Microsoft Internet Explorer E
W-2 Online Receip[ Ackno @ our submission was successiul

We recommend pou print a copy of this
Receipt Acknowledgment at this time.

39 PM

Your annual wage report ha: rity Administration.

Click. OF ta print o,

Cancel |

Your Tape Library Control N
The TLCH is a number assigne
status of your submission by cli
looking for this TLCHN.

ses. You can check on the
OWRS Home Page and

IMPORTANT! Do the following before proceeding:

1. Use your browser menu to save or print this acknowledgment of receipt for your records.
2. nght chck on the filename below and select Save Asto save your Form W-3 and Form W 2 _|
R oo I_ITIQ 1

Step 16: Save your wage file by right clicking the file name on your Receipt
Acknowledgment and select ‘Save As’ from your browser menu. If you do not
wish to save your wage file, select ‘Continue’.

(NOTE: Your wage file will be available for you to download for 30 days. The date will
display on your Receipt Acknowledgement.)

IMPORTANT! Do the following before proceeding: -l

1. Use your browser menu to save or print this acknowledgment of receipt for your records.

2. Right-click on the filename below and select Save As to save your Form W3 and Form W2
information on your computer. Employers are required by lawi to keep copies of Forms W3
and V-2 for four years.

Nofe: This file will confinue to be available through 1T1/29/2001 by clicking ‘Download Wage
Staternents from the OWRS Home Page. Afferthis date, i will be discarded.

01000520 .fdf

You can view or printyour Form W-3 and Forms W2 using Adaobe Acrobat Reader 4.0 or higher
wersion. Ifthis software is already installed on your computer, left-click on the filename abaoves to
open itwith Acrobat Reader. If this software is not installed on your computer, save the file as
described above, then click here to go to Adobe's free download page "

Continue |

=1 [ B (@ Tabmennt
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Step 17: (Optional) If you have Adobe Acrobat Reader 4.0 or higher version installed on
your computer, you can go to the next step. If not, select ‘click here’ to



download a free copy of Adobe Acrobat Reader from Adobe’s website.

Step 18: After saving your wage file, a ‘Download Complete” message will display.
Select ‘Open’ to display your Forms W-2 and Form W-3.
(NOTE: You must have Adobe Acrobat Reader installed on your computer in order to view or
print the Forms W-2 and Form W-3.)
Download complete M= E3

vl

] Diownload Complete

Saved:
01000520 fdf from 10.59.64.91

Downloaded: 286 KB in1 zec
Download to: 801000520 fdf
Transfer rate: 286 KE/Sec

[ Cloze this dialog box when download completes

Open | Open Folder | Cloze I

Step 19: Select ‘File’ then ‘print” from the menu bar to print your forms.

File Edit Wiew Favoites Tools Help ﬁ
e 'ﬁ‘@@@%-w.

J Edp?n (ki Refresh  Home Search Fawontes  History k4 ail Print Edit
2 Edi .
J Save [HleE wrs 2ol 1. pof j i Go “ Lirks
[ Saveds.. -
] OB < » ][« 5[l -oDOEEE]E
I} Page Setup...
| B e | & B &[0 r]
5 0.00 |3 0.00 b
Send ¥ 4 Advance EIC paymeris 0 Dependert core bereli=
& Q.00 5 0. 00
Impart and Export... T Norqualifed plans 12 Defermed compenstion
Froperties . L] i _ 0.00 5 Q.00
' 7 T3 For thrd party sick pay aze anly
¢ whork Offline
I _ T4 Income tax wkhbeld by payer of third party sick pay
& T T TATTer = T v
T b Cther EIN used this year i
5 -
£ 5 Frrployer = =tate 10 nurber State wages, lips, eic. 17 State inccme tax
= 4564564 5 14E,500.10 5 145, 500.10
g Local wages, tips, etc. 19 Localircome tax
17 145,550.10 5 145 550,00
& Conlact perzcn Telpione numbar For il e Dty
£ HERBERT MILLAY (410 [Fa77417 et
£ Ernall ackbeas Fan o=
L8] [ ]
Ureler penalti=s ol periry, | declars that | have =xamined this r=trn and accompanying decuments, and, to the best of my knawlsdge and beliel,
W they are true, corect, and complete.
&
% SignatLre Titke » Date
C
&L rem W-3 Transmittal of Wage and Tax Statements c001 e o v
. W4 5015 » M GaxHin O= 4 ¥
Clozes the window. A
T e = T T T e ——

Step 20: After printing your forms, select ‘File’ then ‘Close’ from your menu bar.

Step 21: To view your saved Forms W-2 and Form W-3 file, establish your Internet
connection. Then open your FDF file. You will be able to view and print
the forms.
(NOTE: Be sure to have Adobe Acrobat Reader version 4.0 or higher on your computer before

you open your FDF file.)



How To Use Employer Services Online
Lesson 12 —- OWRS: How to open incomplete submissions using W-2

Online

Step 1: Select link to Online Wage Reporting Service (OWRS) from the
Employer Services Online (ESO) home page.

L . =]

P> Integrated Registration for Employers and Submitters

{IRES}

Reqgister for a personal identification number (PIN) and

password, Update registration information, change passwiord,

or Deactivate PIN.
b- Online Wage Reporting Service {(OWRS)

Login as a registered customer to upload wage repors, rew

access W-2 Onling, check status of wage sUbmMIiSsions, OF rew

request Online Resubmission Motice Confirmation.
For ESO and IRES: Have a question?
Call 1-800-772-6270 Monday through Friday, 7:00 a.m. to 7:00 p.m. Eastern Time
to speak with Employer Customer Service personnel.
For OWRS: Have a question? b
Call 1-8558-772-2970 Monday through Friday, 5:30 a.m. to 4:00 p.m. Eastern Time
to speak with Employer Customer Service personnel.
Have an IRS question? cuic iee w go 10 IRS Forms Frge. |

& l_ l_ |4 Intemet
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Step 2: Type your Personal Identification Number (PIN) and Password.
(NOTE: Within 30 days from the date you requested your PIN, you can enter your PIN and
Employer Identification Number (EIN) until you receive your Password.)

Soctal Security Online

1

s Integrated Registration
QUL E‘n-]ployers & Submutters

Soclal Security's Integrated Registration for Employers & Submitters (IRES)

Employer Information | Publications | Soffware | Feedback | ES0 Home Page | 554 Home Page

Online Wage Reporting System (OWRS) Login

Type your registration PIN and password, then click submit. If you have not yet
received your password in the mail, type your PIN and Employer Identification
Number (EIN). | |

Fersonal Identification Mumber (PIR): |
Password: |

OR

Employer Identification Mumber (EINY: ¢4 ne passward) | =
< [ mil



Step 3: From the Online Wage Reporting Service (OWRS) home
page, select the ‘Use W-2 Online’ option.

Sodial Security's Online Wage Reporting Service (OWRS)

OWRS Home | Subrmit Files | W-2 Online | Submission Status | Acknowledge Besubimizsion Matice | ESO Handbook | Contact 554 |
Logyout

Welcome to the Online Wage Reporting Service (OWRS).
The OWRS lets employers or their authorized representatives submit annual wage information
to the Social Security Administration and use related features.

P Submit Files

Submit an annual wage report file to the Social Security Administration.

P Use W-2 Online

Manually enter and submit Forms W-2 far a company with no more than ten employees. Additional
restrictions apply.
Frequently Asked Questions About W2 Online.

P Get Submission Status

Check the status of annual wage data submitted to the Social Security Administration.

|;I
al | »

Step 4: The Incomplete Submission Screen will display. You can either view/edit
or delete your incomplete submission.

Incomplete Submissions

You have 1 incomplete submission(s) saved in OWRS. To resume a previous subrnission click the "Wew/ Edit” button
next to the submission you wish to continue editing. To start a new submission press the "Start a new submission” button
below.

Note: Incomplete submissions will be deleted if you do not edit them before the purge date.

Incomplete Submissions

Number Save Purge
# Employer Name EIN of W2s Date Date Options

1. COMPANY NUMBER OME 010016580 1 12/21/2001 1243172001 \iew | Edit #1 Delete #1




Step 5: If you have less than 5 incomplete submissions, you will have the option

to start another session.

Options

Start a new submission

Start a new -2 Onling Wage Report.

OVWRS Home

Return to the OWRES Homepage.

e



How To Use Employer Services Online

Lesson 13 — OWRS: How check status of submissions online

Step 1: Select link to Online Wage Reporting Service (OWRS) from the
Employer Services Online (ESO) home page.

P> Integrated Registration for Employers and Submitters
{IRES)
Reqgister for a personal identification number (PIN) and
password, Update registration information, change passwiord,
or Deactivate PIN.

b- Online Wage Reporting Service {(OWRS)
Login as a registered customer to upload wage repors, rew
access W-2 Onling, check status of wage sUbmMIiSsions, OF rew
request Online Resubmission Motice Confirmation.

For ESO and IRES: Have a question?
Call 1-800-772-6270 Monday through Friday, 7:00 a.m. to 7:00 p.m. Eastern Time
to speak with Employer Customer Service personnel.

For OWRS: Have a question?
Call 1-8558-772-2970 Monday through Friday, 5:30 a.m. to 4:00 p.m. Eastern Time
to speak with Employer Customer Service personnel.

Have an IRS question? cus e 1o g 10 175 Forms Frge
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Step 2: Type your Personal Identification Number (PIN) and Password. (NOTE: Within

30 days from the date you requested your PIN, you can enter your PIN and Employer

Identification Number (EIN) until you receive your Password.)

Soctal Security Online

! e ]l]teglatedRengﬁaﬂ(m g
, % for Employers & Submitters

Soclal Security's Integrated Registration for Employers & Submitters (IRES)

Employer Information | Publications | Sothware | Feedbads | ES0 Home Page | 554 Home Page

Online Wage Reporting System (OWRS) Login

Number (EIN).

Fersonal ldentification Number (PIN): |

Password: |

OR
Employer [dentification Number (EINY: gt no passwerd) |

«

Type your registration PIN and password, then click submit. If you have not yet
received your password in the mail, type your PIN and Employer Identification

[ |




Step 3: From the Online Wage Reporting Service (OWRS) home
page, select the ‘Get Submission Status’ option.

Sodial Security's Online Wage Reporting Service (OWRS)

OWRS Home | Subrmit Files | W-2 Online | Submission Status | Acknowledge Besubimizsion Matice | ESO Handbook | Contact 554 |
Logyout

Welcome to the Online Wage Reporting Service (OWRS).
The OWRS lets employers or their authorized representatives submit annual wage information
to the Social Security Administration and use related features.

P Submit Files

Submit an annual wage report file to the Social Security Administration.

P Use W-2 Online

Manually enter and submit Forms W-2 far a company with no more than ten employees. Additional
restrictions apply.
Frequently Asked Questions About W2 Online.

P Get Submission Status

Check the status of annual wage data submitted to the Social Security Administration.

|;I
al | »

Step 4: You may type the Tape Library Control Number (TLCN) or you can enter only
the Receipt Year. Then select ‘Continue’.

Social Security's Online Wage Reporting Service (OWRS)

CAARS Home | Submit Files | ¥W-2 Online | Submizsion Status | Acknowledoe Resubmizsion Motice | ESC Handbook | Cortact S54 |
Logout

Get Submission Status a2

Status Selection:
Please type a Tape Library Control Number (TLCN){Optional) I
Please choose a Receipt Year IEDD2 'I

Caontinue... |

The Receipt Year is the year inwhich SSA began processing your submission(s). For Online
Wage Reporting Service submissions, this is always the year that yvou uploaded the file. For
other electronic and magnetic media, it could be either the year you submitted the file or the
following year. A maximum of 600 submissions can be displayed.

Have a question? Call 1800-772.6270 to speak with Employer Customer Service personnel -
4| | v




Step 5: A list of submission status will display for your Employer Identification Number

(EIN).

o e P e PR

B T P

Get Submission Status rgezaz

Submission Status for EIN: 010125841

Submission status is available immediately after submitting a file via OVWRES on the Internet.
For other filing methods, submission status is available approximately six weeks after the
submission date. Click on the Processing Status column for explanation of status codes.

RSP Tiow vewon ;G Neof | Processmg | staus

| 10/31/2001 000528 | 01 INTERNET | 00000 RECEIVED | 10/31/2001

| 10/31/2001 (000527 | 01 INTERNET | 00000 RECEIVED | 10/31/2001

| 10/3112001 000526 | 01| INTERNET 00000 RECEIVED | 10/31/2001

| 10/31/2001 000525 | 01 INTERNET | 00000 RECEIVED | 10/31/2001

| 10/31/2001 000524 | 01 INTERNET | 00000 RECEIVED | 10/31/2001
» | 10/30/2001 (000520 01| INTERNET | 00000 RECEIVED

| 10i30/2001 _|;|
| v




How To Use Employer Services Online
Lesson 14 — OWRS: How to acknowledge Resubmission Notices Online

Step 1: Select link to Online Wage Reporting Service (OWRS) from the
Employer Services Online (ESO) home page.

L . =]

P> Integrated Registration for Employers and Submitters

{IRES}

Reqgister for a personal identification number (PIN) and

password, Update registration information, change passwiord,

or Deactivate PIN.
b- Online Wage Reporting Service {(OWRS)

Login as a registered customer to upload wage repors, rew

access W-2 Onling, check status of wage sUbmMIiSsions, OF rew

request Online Resubmission Motice Confirmation.
For ESO and IRES: Have a question?
Call 1-800-772-6270 Monday through Friday, 7:00 a.m. to 7:00 p.m. Eastern Time
to speak with Employer Customer Service personnel.
For OWRS: Have a question? b
Call 1-8558-772-2970 Monday through Friday, 5:30 a.m. to 4:00 p.m. Eastern Time
to speak with Employer Customer Service personnel.
Have an IRS question? cuic iee w go 10 IRS Forms Frge. |

|&] l_ l_ |4 Intemet
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Step 2: Type your Personal Identification Number (PIN) and Password. (NOTE: Within
30 days from the date you requested your PIN, you can enter your PIN and
Employer Identification Number (EIN) until you receive your Password.)

Social Security Orline B

75 Itegrated Regsration
% i - fOI' En.lployers & S],lbl'[]lﬂﬂ's

Soclal Security's Integrated Registration for Employers & Submitters (IRES)

Employer Information | Fublications | Sofbware | Feedbadk | ES0 Home Fage | S5A Home Page

Online Wage Reporting System (OWRS) Login

Type your registration PIN and password, then click submit. If you have not yet
received your password in the mail, type yvour PIN and Employer Identification
Number (EIN). |

Fersonal Identification Mumber (PIM): |

Password: |

OR

Employer dentification Mumber (EINY: of ne password | |;|
| | ®



Step 3: From the Online Wage Reporting Service page, select the ‘Acknowledge
Resubmission Notice’ option.

L . . = 11

P Get Submission Status

Check the status of annual wage data submitted to the Social Security Administration.

P Download Wage Statements

If you used W-2 Online to submit an annual wage report within the last 30 days, use this feature to
download a file needed to print your Form ¥W-3 and Forms W2,
This feature applies to W-2 Online subrissions only.

P Acknowledge Resubmission Notice

resubmit annual wage data.

P ESO Handbook

Open another browser window to view the Employer Services Online Handbook.

P Contact SSA

Send us a guestion or comment to the Social Security Administration.

P Logout

Exit and return to the Employer Serices Online home page.

4]

Step 4: Complete the acknowledgement form. Then select ‘Continue’.

Acknowledge that you have received a notice form the Social Security Administration requesting you to

Acknowledge Resubmission Notice

Flease type your Employer Identification Number (EIN), Tape Library Control Mumber (TLCN),
and Receipt Year exactly as they appear on the letter you received from SSA.

EIN: [ -
TLCN: | |
Receipt
IEDDE 'l
Year:
Choose one of the following:
7 | filed using electronic media (e.g., Online Wage Reporting, Electronic Data Transfer).

¢ | filed using physical media (e.g., tape, cartridge, or diskette) and | received my submission in
the mail.

¢ | filed using physical media (e.q., tape, cartridge, or diskette) and | did not receive my
submission in the mail.

Continue | Cancell




How To Use Employer Services Online
Lesson 15 — OWRS: How to download wage statements

If you used W-2 Online to submit your annual wage report within the last 30 days,
this feature allows you to save your file on your computer and print Forms W-2 and Form
W-3.
(NOTE: Adobe Acrobat Reader version 4.0 or higher must be installed on your computer
before using this feature.)

Step 1: Select link to Online Wage Reporting Service (OWRS) from the
Employer Services Online (ESO) home page.

b- Integrated Reqistration for Employers and Submitters
{(IRES)
Register for a personal identification number (FIN) and
password, Update registration information, change passwiord,
or Deactivate PIN.

P> Online Wage Reporting Service (OWRS)
Login as a registered customer to upload wage reports, rew
access W-2 Onling, check status of wage submissions, or sew
reguest Online Resubmission Matice Confirmation.

For ESO and IRES: Have a question?
Call 1-800-772-6270 Monday through Friday, 7:00 a.m. to 7:00 p.m. Eastern Time
to speak with Employer Customer Service personnel,

For OWRS: Have a question? =
Call 1-888-772-2970 Monday through Friday, 5:30 a.m. to 4:00 p.m. Eastern Time
to speak with Employer Customer Service personnel.

Have an IRS question? cucase 1o oo 1o IR Fovms Frge =l

|&] ’_ ’_ | Intemet
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Step 2: Type your Personal Identification Number (PIN) and Password.
(NOTE: Within 30 days from the date you requested your PIN, you can enter your PIN and
Employer Identification Number (EIN) until you receive your Password.)

Social Security Online B

z s Integrated Registration
, % for Employers & Submitters

Soclal Security's Integrated Registration for Employers & Submitters (IRES)

Employer Information | Publications | Sothware | Feedbads | ES0 Home Page | 554 Home Page

Online Wage Reporting System (OWRS) Login

Type your registration PIN and password, then click submit. If you have not yet
received your password in the mail, type your PIN and Employer Identification
Number (EIN). |

Fersonal ldentification Number (PIN): |

Password: |

OR
Employer [dentification Number (EINY: gt no passwerd) | |LI
B

«



Step 3: From the Online Wage Reporting Service page, select the ‘Download Wage
Statement’ option.

4

>

>

Get Submission Status
Check the status of annual wage data submitted to the Social Security Administration.

Download Wage Statements

If you used W-2 Online to submit an annual wage report within the last 30 days, use this feature to
download a file needed to print your Form ¥W-3 and Forms W2,
This feature applies to W-2 Online subrissions only.

Acknowledge Resubmission Notice
Acknowledge that you have received a notice form the Social Security Administration requesting you to
resubmit annual wage data.

ES0O Handbook

Open another browser window to view the Employer Services Online Handbook.

Contact SSA

Send us a guestion or comment to the Social Security Administration.

Logout

Exit and return to the Employer Serices Online home page.

o

Step 4: To save the file on your computer, right-click the Tape Library Control Number
(TLCN) and select the ‘Save As’ option. To view or print the file, select the

TLCN.
[
Download previously submitted wage statements.
Click on the TLCHN of the wage report you would like to view or print. If you would like to
download a wage report, "right click” on the TLCN and choose the "Save As" option in you
browser.
You will need Adobe Acrobat Reader 4.0 or a higher version of this software to view and
print your Form WW-3 and Forms W-2, Click here to go to Adobe's free download page.
When you are finished you may Return to the OWRS Horme Page.
TLCN Date Submitted
01000528 106312001
01000527 10/31/2001
01000526 10¢31/2001
01000525 104312001
01000524 10¢31/2001 —
01000520 10/30/2001

[ T i




How To Use Employer Services Online
Lesson 16 — OWRS: How to submit a question or comment to SSA

Step 1: Select link to Online Wage Reporting Service (OWRS) from the
Employer Services Online (ESO) home page.

P> Integrated Registration for Employers and Submitters
{IRES)
Reqgister for a personal identification number (PIN) and
password, Update registration information, change passwiord,
or Deactivate PIN.

b- Online Wage Reporting Service {(OWRS)
Login as a registered customer to upload wage repors, rew
access W-2 Onling, check status of wage sUbmMIiSsions, OF rew
request Online Resubmission Motice Confirmation.

For ESO and IRES: Have a question?
Call 1-800-772-6270 Monday through Friday, 7:00 a.m. to 7:00 p.m. Eastern Time
to speak with Employer Customer Service personnel.

For OWRS: Have a question?
Call 1-8558-772-2970 Monday through Friday, 5:30 a.m. to 4:00 p.m. Eastern Time
to speak with Employer Customer Service personnel.

Have an IRS question? cus e 1o g 10 175 Forms Frge
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Step 2: Type your Personal Identification Number (PIN) and Password.
(NOTE: Within 30 days from the date you requested your PIN, you can enter your PIN and
Employer Identification Number (EIN) until you receive your Password.)

Social Security Online B

] fm\ IntGgIated RengIIatIOH g
! % for Employers & Submitters

Soclal Security's Integrated Registration for Employers & Submitters (IRES)

Employer Information | Publications | Sothware | Feedbads | ES0 Home Page | 554 Home Page

Online Wage Reporting System (OWRS) Login

Type your registration PIN and password, then click submit. If you have not yet
received your password in the mail, type your PIN and Employer Identification
Number (EIN). |

Fersonal ldentification Number (PIN): |

Password: |

OR
Employer [dentification Number (EINY: gt no passwerd) | |LI
B

«



Step 3: From the Online Wage Reporting Service page, select the ‘Contact SSA’

Step 4: Complete the Contact SSA form and select the ‘Send your message’ button.

option.

P Get Submission Status

Check the status of annual wage data submitted to the Social Security Administration.

P Download Wage Statements

download a file needed to print your Form ¥W-3 and Forms W2,
This feature applies to W-2 Online subrissions only.

P Acknowledge Resubmission Notice

resubmit annual wage data.

P ESO Handbook

Open another browser window to view the Employer Services Online Handbook.

P Contact SSA

Send us a guestion or comment to the Social Security Administration.

P Logout

Exit and return to the Employer Serices Online home page.

4

Acknowledge that you have received a notice form the Social Security Administration requesting you to

If you used W-2 Online to submit an annual wage report within the last 30 days, use this feature to

Contact SSA

Type your question or comment below and click Send Your Message. Ifyou would like a reply,
type your e-mail address in the space provided or include a phone number with area code in
wour message. Allow one to three days to receive a response.

Name: HERBERT YW MILLAY

E-mail: I

(example: name@company.com)

Choose Dnline Wage Reporting Team for technical information or questions concerning & particular
submission. Ghoose yolr region's Employer Services Liaison Officer (ESLO) for general wage reporting
CONCENns.

Recipient: [Selectyour mail recipient... =
Message: =]

Send Your Message




How To Use Employer Services Online
Lesson 17 — OWRS: How to browse ESO handbook

Step 1: Select link to Online Wage Reporting Service (OWRS) from the
Employer Services Online (ESO) home page.

P> Integrated Registration for Employers and Submitters
{IRES)
Reqgister for a personal identification number (PIN) and
password, Update registration information, change passwiord,
or Deactivate PIN.

b- Online Wage Reporting Service {(OWRS)
Login as a registered customer to upload wage repors, rew
access W-2 Onling, check status of wage sUbmMIiSsions, OF rew
request Online Resubmission Motice Confirmation.

For ESO and IRES: Have a question?
Call 1-800-772-6270 Monday through Friday, 7:00 a.m. to 7:00 p.m. Eastern Time
to speak with Employer Customer Service personnel.

For OWRS: Have a question?
Call 1-8558-772-2970 Monday through Friday, 5:30 a.m. to 4:00 p.m. Eastern Time
to speak with Employer Customer Service personnel.

Have an IRS question? cus e 1o g 10 175 Forms Frge
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Step 2: Type your Personal Identification Number (PIN) and Password.

(NOTE: Within 30 days from the date you requested your PIN, you can enter your PIN and

Employer Identification Number (EIN) until you receive your Password.)

| 7

" for Employers & Submitters

Social Security Online .

Employer Information | Fublications | Sofhware | Feedbadk | ES0 Home Fage | 554 Home Fage

Online Wage Reporting System (OWRS) Login

Number (EIN).

Fersonal ldentification Mumber (FIN): |

Password: |
OR

Employer Identification Mumber (EIN) gf ne passwerd |

al

Soclal Security's Integrated Registration for Employers & Submifters (IRES)

Type your registration PIN and password, then click submit. If you have not yet
received your password in the mail, type your PIN and Employer Identification




Step 3: From the Online Wage Reporting Service page, select the ‘ESO Handbook’

option.

4

P Get Submission Status

Check the status of annual wage data submitted to the Social Security Administration.

P Download Wage Statements
If you used W-2 Online to submit an annual wage report within the last 30 days, use this feature to
download a file needed to print your Form ¥W-3 and Forms W2,
This feature applies to W-2 Online subrissions only.

P Acknowledge Resubmission Notice
Acknowledge that you have received a notice form the Social Security Administration requesting you to
resubmit annual wage data.

P ESO Handbook

Open another browser window to view the Employer Services Online Handbook.

P Contact SSA

Send us a guestion or comment to the Social Security Administration.

P Logout

Exit and return to the Employer Serices Online home page.

Step 4: The ESO handbook for Tax Year 2001 will display.

4]

Social

Security

i Employer Services Online
User Handbook for Tax Year 2001

r— 4 Sorntal Secunty Administration

v Office of Systems Requirements
6401 Securtty Boulevard

“ 0% Baltimore, Iaryland 21235
\ Iay 2001




	Employer Services Online Tutorial
	Lesson 1: Introduction
	Lesson 2: What is 128-bit Encryption
	Lesson 3: How to register for PIN/Password
	Lesson 4: How to change Password
	Lesson 5: How to update registration information
	Lesson 6: How to deactivate Personal Identification Number
	Lesson 7: How to upload a 'test' annual wage data file
	Lesson 8: How to upload annual wage data files
	Lesson 9: How to submit a Resubmission data file
	Lesson 10: How to submit a Reconciliation file
	Lesson 11: How to use W-2 Online
	Lesson 12: How to open an Incomplete Submission
	Lesson 13: How to check status of submission online
	Lesson 14: How to acknowledge Resubmission Notices Online
	Lesson 15: How to download wage statements
	Lesson 16: How to submit a question or comment to SSA

